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Family and Medical Leave Act

 Predicated on 2 key premises:
 Employees should not be forced to forfeit their jobs to take 

leave because of their own illness or illness of a family member.
 Stability in the workplace and higher productivity can be 

promoted by offering workers reassurances that such leave will 
be granted.

 Applies to all public agencies and private companies 
with 50 or more employees

 Employees who take leave under the FMLA must be 
restored to the same or equivalent job when 
returning from leave.
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FMLA rights

 Grants eligible workers up to 12 weeks of unpaid leave 
during any 12 month period for:
 Birth/adoption of child
 Care for an immediate family member (spouse, child, parent) 

with a covered illness
 Employees’ own covered serious health condition

 To be covered an employee must:
 Have worked for the employer for at least 12 months
 Have worked more than 1250 hours in last 12 months
 Work for an employer with at least 50 ees in a 75 mile radius

 Intermittent leave is permissible.
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“Serious Health Conditions”

 Inpatient hospital care
 Absence plus treatment

 Absence of more than 3 
consecutive days plus treatment 
2 or more times by a physician, 
or a regimen of continuing 
treatment

 Pregnancy
 Chronic Conditions
 Permanent/Long-term 

conditions
 Multiple treatments (non-

chronic conditions)
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FMLA Process 
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Administration of the FMLA

 The FMLA process will be initiated when:

 the employee requests leave under FMLA; or

 employer believes leave meets criteria (3 
consecutive days absent); or 

 employee requests ANY medical leave 
(consecutive sick leave, STD, LTD, Workers 
Compensation) or adoption leave.
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What about the Sick Leave 
Policy?

 Employees must certify for leave under the 
FMLA if they meet the criteria.

 FMLA leave runs concurrently with the 
employee’s available paid leave (sick leave, 
PTO, etc).
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Potential FMLA scenarios

 “I was up all night helping my mom, she has 
dementia.”

 “I’m going to be getting surgery this summer to fix 
this bum hip.”

 “My son can’t stop coughing and I keep having to 
leave work to pick him up from school.”

 “I’m so excited, my wife and I are having a baby!”

FMLA requires coverage even if the 
employee doesn’t formally request…you 

are the eyes and ears!
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Attendance Policies

 Employees must follow all normal call-in 
procedures when taking FMLA and must 
specify when it is FMLA-related. 

 Absences specified as FMLA WILL NOT 
count as occurrences under any 
attendance policy.



Click to edit Master title style

• Click to edit Master text styles

– Second level

• Third level
– Fourth level

» Fifth level
What do I do when an employee 

needs FMLA?
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FMLA certification process

 Let the employee know about FMLA certification and direct 
them to strategic HR: 513-697-9855 or 
COHFMLA@strategichrinc.com
 The employee may also contact the Civil Service and Personnel 

Department.

 Supervisor follow up with an email or phone call to strategic HR 
or Civil Service and Personnel.

 strategic HR will initiate the process with the employee.

 Upon receipt and review of completed documentation from 
employee and treating physician, an FMLA certification 
determination will be made and the employee will be notified.

 If FMLA is approved, strategic HR will send an email to 
supervisor, Appointing Authority, timekeeper and CS&P 
notifying them of the employee’s FMLA certification and 
necessary details.

mailto:COHFMLA@strategichrinc.com
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Sample notification email

Good afternoon, Supervisor and Timekeeper,

Please use this email as formal notification that John Doe was approved for FMLA with 
an effective date of February 2, 2016. He is expected to be out of work from February 
2- February 28, 2016 and all of the time absent should accounted for as Sick Leave -
FMLA in the payroll system. His available paid sick leave will run concurrently with 

this unpaid FMLA leave.

Mr. Doe’s estimated return to work date is March 1, 2016. If you receive the 
appropriate return to work paperwork from Mr. Doe, please provide it to the Civil 
Service and Personnel Department upon receipt. If we receive it prior to you, we will 
be certain to let you know.

Thanks for your support and let me know if you have any questions.

Kind regards,
Brianne
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FMLA Tracking and Timekeeping
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FMLA tracking

 Once certified for FMLA, the employee should 
indicate the days of FMLA leave on the “Leave 
Request Form.”

 Instruct the employee to check the FMLA box 
on the “Leave Request Form” in addition to 
notating the paid time off that they would like 
to take.



Click to edit Master title style

• Click to edit Master text styles

– Second level

• Third level
– Fourth level

» Fifth level

Employee 

should 

check this 

box if FMLA 

is 

concurrent 

with paid 

leave

Employee 

should 

check 

this box 

for 

unpaid 

FMLA

Leave Request Form



Click to edit Master title style

• Click to edit Master text styles

– Second level

• Third level
– Fourth level

» Fifth level

Timekeeping

 Timekeepers should make sure to enter the 
Reason code “FMLA – Family Medical Leave 
Act” for all paid hours codes associated with 
FMLA leave.

 If an employee has exhausted their paid time 
and is using unpaid FMLA time only, use the 
hours code “910 – Family Medical Leave Act” 
as well as the reason code “FMLA – Family 
Medical Leave Act.”
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Payroll coding

Click the 

employee 

name, then 

click 

“Customize”
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Employee FMLA with paid 
leave use

In Column 

3, 

“Reason,” 

choose 

FMLA
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Employee FMLA with paid 
leave use

Paid Sick 

Leave

And 

FMLA are 

both 

captured
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Employee FMLA - unpaid

For unpaid 

FMLA, 

select the 

Hours 

Code “910 

– FMLA”
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And also 

select 

Reason 

code 

FMLA

Employee FMLA - unpaid
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Family member FMLA

Then 

select 

Reason 

code 

“FMLA”

Choose 

paid 

leave 

type
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Family member FMLA

Paid Leave

And 

FMLA are 

both 

captured
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Supervisor and Timekeeper 
Responsibilities
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Your responsibilities

 Be familiar with FMLA eligibility criteria and provisions.

 Respond to employees’ questions and requests.  If you 
are uncertain about anything, point them to us.

 Advise employees to contact strategic HR or Civil 
Service & Personnel for information about or to request 
a leave under the FMLA.

 Notify strategic HR or Civil Service & Personnel 
Department if you believe an employee meets the 
criteria for FMLA.

 Track FMLA usage appropriately.
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Questions?


